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A Teacher Observation Cycle is comprised of three sessions: Pre-Conference,  
Observation, and Post-Conference.  A completed Observation Cycle can be edited, 
saved, submitted, and if necessary, overridden. 
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Complete and Submit an Observation Cycle 

Override an Observation Cycle 

An Observation Cycle can only be submitted once both of the following criteria are met:  
 

1. All three sessions—Pre-Conference, Observation, and Post-Conference—have had scores entered for every required element in each rubric (with the 

exception of the optional Professional Responsibilities rubric); and 
2. All selections and comments have been entered for the Reinforcement and Refinement areas on the Observation Cycle Report.  

Once the above criteria have been met, the Submit All 
button on the Observation Cycle Report will become 

active.  Edits can be made to any session until the 
Submit All button has been clicked. 
 

Click the Submit All button to submit all data and 

complete the Observation Cycle. Sessions within a cycle 
cannot be edited while the cycle is in a submitted state. 

After clicking the Submit All button, the screen 
refreshes to a printable version of the report.  At the 

bottom of the report there is a date line and signature 
lines for both the Evaluator and the Teacher. Click the 

Print button to print a copy of the report for signatures.  

Sessions in a submitted Observation Cycle cannot be edited unless they are overridden. An evaluator can override an Observation Cycle for editing only one 
time. After the Observation Cycle is overridden and re-submitted, the Override button will be inactive. 

Override a Cycle from the Teacher Selection Page 
 

Select the teacher/cycle combination to be overridden 

from the Select Teacher to Evaluate dropdown menu on 
the teacher selection page. 
 

In the Entry No Longer Allowed On This Cycle section, 
click the Override Cycle button. The page will refresh to 

the same Observation Cycle, and all sessions will be 
editable. Click the Submit All button on the Observation 

Cycle Report to submit the data a final time. 

Override a Cycle from the Observation Cycle Report 
 

Click the Override button on the Evaluation Cycle 

Report. Select the same teacher and Observation Cycle 
from the Select Teacher to Evaluate dropdown menu on 

the Teacher Selection page. 
 

In the Entry No Longer Allowed On This Cycle section, 

click the Override button. The page will refresh to the 
same Observation Cycle, and all sessions will be 

editable. Click the Submit All button on the Observation 

Cycle report to submit the data a final time. 

See the Observation Cycle Report Quick Guide for 
more information about the Observation Cycle Report. 
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Start a New Observation Cycle 

Evaluators may begin a new Observation Cycle for a teacher once they have submitted the previous cycle. Observation Cycles, and the sessions that comprise 
them, must be entered into the Observation Data Capture Tool in chronological order. 

Select a teacher with a completed cycle from the 
Select Teacher to Evaluate dropdown menu on the 

Teacher Selection page. 

If a teacher/cycle combination that has already 
been submitted is chosen, the Complete Existing 

Open Cycle button will be available instead. 
Clicking that button will refresh the page to that 

teacher’s open Observation Cycle. 

Click the Begin Open Cycle button in the Entry No 
Longer Allowed On This Cycle section. 
  

Once clicked, the Teacher Selection page will 
refresh to allow entry of a new Pre-Conference 

session for a new Observation Cycle for that 
teacher.  

Edit an Observation Cycle 

Evaluators can edit the information in the Teacher 
Details and Session sections of the Teacher 

Selection page—as well as session scores, 
comments, notes, or Reinforcement/Refinement 

selections and text for any session—as long as the 

Observation Cycle is not in a submitted state.  
 

A specific session in an Observation Cycle can be 
chosen for editing by selecting the teacher/cycle 

combination from the Select Teacher to Evaluate 

dropdown menu, then selecting any one of the 
three session radio buttons in the Session section. 

See the Summative Cycle Report Quick Guide for instructions to view the report that displays all submitted Observation Cycle scores to date for the 
current school year. For help or questions about managing Observation Cycles, contact your REIL Field Specialist directly or email MCESA at 

MCESAsupportgroup@azed.gov  
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